
7.ACTION REQUESTED 
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

jan 1969 - present ' SEE ATTACHED LIST 
I - - _ .  

0 What fumetiom perfor.ed r e o u l t d  in Erestion or t h l s  mcrle. 

t he  Manpower Administration Division of the Hospital is responsible for conducting management 
studies of mission, organizations, functions, work processes, methods and/or procedures and 
other related c r i te r ia  i n  the c lar i f icat ion,  appraisal, al teration or improvement of manage- 
ment apptications and practices w i t h i n  the various ac t iv i t ies  of the Hospital. 
policies and directives, prepare and publiskimplementing instructions. Review, analyze and 
evaluate methods, procedures and practices employed i n  operating ac t iv i t ies  for the purpose 
of developing new or revised measures for management improvement purpose. Dev lop and co- 
ordinate staffing standards and organizational structures. Prepare and pub l i s  e, manning levels 
and organizational charts for  the various ac t iv i t ies .  Develop and implement Safety Program to  
prevent or reduce personal injury, occupational diseases and property damage from accidental 
causes. 

Interpret 

AlIUAL RATZ.O? ~ C C U M U L . A T l 0 1  



13. Is t h i s  the Record Copy of the se r i e s?  ,'' [XI [ I  
14. Is there  a duplication of t h i s  s e r i e s  i n  another o f f i ce  o r  agency?, , '. [ I  [4 
15. Is the  information' contained i n  t h i s  s e r i e s  ever summdrized o r  pubiished? [ I  [XI 

, .. I i . . . .  ._ . .  

16. Does the se r i e s  contain c l a s s i f i ed  information requiring security.hs;hdling? . '. 

17. Does the'  series .document pol ic ies  a& pioced&es 'of &enc$'s operation .or  function? [q 
:, [,] . .[fl 

[ ] 
. . .  . . . .  . . . . .  

. .  I .  . .  
: . ' . .  

. . .  

. .  .... . . . . . .  . . .  

18. Could the  fuuction be performed i f  the f i l e s  were lost o r  destroyed? [A 11 
19. Is the series ( o r  major portion of i t )  regularly microfilmed? I f  yes,  why? 

20. Does the record series prgvide data as input t o  an EDP f i l e ?  

21. Does the record se r i e s  contain documentation produced is EDP' printout?  

[ I  14 
[ I  [A 

[ I  [i 
. . .  11 [A 

. . .  .. . .  . . .  

. . . . .  . .  : - .  22. 

23. , W i l l  t here  be a need for  these records"10, 15 years f r o m  noir? 

24. REQUIREEhTS.. 

Is the. series affected by Federal ,o r  grant funds? 8 . .  

. . . . . .  
. . . . . .  .~ .~ . . .  

If yes',. what'? ' ~ . '  [ I  [A . . . . .  . . .  . .  . .  
. . .  . . . .  _ _  . .  . . . . .  . . .  . . . .  . . .  . ; . .  

. . .  . .  . . . . .  . . .  . .  . . . . .  . .  . . .  
. .  

. .  
. .  ~ . ~ .  .~ . .  

. r .  
' ~ years': ~. . .  . ~ .  

The .folluwing requires the files' t o  be ,kept ' ' '  ~ . .  . .  . .  
. .  . ~ . .  . .  . .  ~ . .  . . . . .  . .  

a.[ISTAT% b.'[.lSTATUl'E O F  . c.[lAUDITi . ...2.. [ I k E D E i A i  e.[]ABlINISTRATIvE'. f.[]HISTORICAL 
LAW. . -'.t LIMITATION PERIOD' ' ~. . LAW , i. DECISION ' '  .. ' . ..VALUE , .  . '  

(Cite W ,  Statute ,  or other * d o n  f o r  the retention wGuireinent1 ' ' ' . .  ' .  

SEE ATTACHED L IST  . .  

. .  . . . . .  . . . . . . . . .  

-- 
25. AGENCY RECOMMEFibATIONS. This agency recommends that  t he  f i l e  se r i e s  be cut o f f  at the ens-- 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then : 

SEE ATTACHED 
A. []Destroy immediately a f t e r  cut of f .  

1 []Destroy. 

' 

"B.[]Hold i n  current f i l e s  a rea  month(s)// ear(s), then: . . .  
. . . .  . L I S T  . .  

'2 []Transfer t o  records center;  hold year (s )  , then: 

b []Transfer h i s t o r i c a l  material  t o  Archives ; 
a []Destroy. 

destroy remainder. 
3 [ I ~ e s t r o y  after audit (or/ear(.s) after mat). 

C. []Hold i n  current files area indef in i te ly .  
D.[]Hold i n  current f i l e s  area year(s) ,  th'en t r ans fe r  t o  Archives permanently. 

E.-[ ]Other . 
ale for  recomnendations above/or write additional remarks) : 

Recommendations 

I n  Paragraph 25 

.. 

.. .. 

.. 

.. 

.. 

.. .. 

.. .. .. .. .. 

.. 

.. 

.. 

. 



t 
MANAGEMENTISAFETY MISSION & FUNCTIONAL FILES 

Description 
sl2 . I f iG PROCEDURAL TNTRUCTION FILES- Documents 

,' 'Disposal 

1 3 - 7 7  / related to preparing, coordinating., issuing Cut off at calendar 
and interpreting directives, polic'ies year; hold in CFA 2 
and procedures and comparable instruction- years. Transfer to local 
a1 material. These files accumulate ~ , ' ,  ' storage area, hold 5 
from preparation and interpretation of years, then destroy. 
instructions and include coordinating 
actions, studies, interpretations, and 
published record copies of instructions, 
such as directives, policies and proce- 
dures, memorand.ums; messages for expe-' 
ditious interim changes to instructions; 
organizational charts; official training 
material and safety program material. 
Filed alphabetically by subject by date. 

, MANAGEMENT. ADMINISTRATIVE' FILES-Documents 

h 

73 -$m Cut off at calendar year; 
. relating to the overall or general rou- hold in CFA 3 years; 1: 

tine administration of manpower adminis- then retire. to the 
tratiop, non-professional training or State Archives. 
safety activities. These files include 
but are not limited to: A. Routine comments; 
on directives, polic'ies o'r other publi- 
cations prepared by another agency with 
primary responsiblity. If comments result 
in additional action affecting the mis- 
sion or function of the organization, 
documents should be filed with the appro- 
priate mission functfonal files. B. 
Evaluations of suggestions,that do not 
fesult in issuing an insttuction or 
establishing a project. C. Program and 
budget documents, management improvement 
reports, costs reduction reports, and 
comparable management reports prepared 
t o  submit data to activities?responsible 
for these management functions. Filed 
alphabetically by subject by date. 

73-so I ORIENTATION AND BRIEFING FILES -Documents Destroy when super-. 
used in orientations and briefings given seded or obsolete or 

O'fficials about the mission, functions, for reference. 
and physical layout of the Hospital. In- 
cluded are photographs, transparencies 
or vu-graphs, copies of specially 
prepared handouts and related documents. 
Filed alphabeticl3ly by subject by date. 

. '  <o top management, visitors, or State when no longer needed 



73 -3-oa 

73-SlJ3 

7 3 - 0 4  

D e s c r a p  t i o n  

MANPOWER R E S O U R C E  DATA FILES - D O C U -  

men t s  u s e d  a s  a b a s i s  f o r  p l a n n i n g  o r .  
e s t i m a t i n g  immedia te '  o r  f u t u r e  manpower 
r e s o u r c e s .  I n c l u d e d  a r e  v a r i o u s  , t y p e s  
of s t u d i e s  o r  i n f o r m a t i o n  s u c h  as '  
s t a t i s t i c s  o n ' p a t i e n t  p o p u l a i t o n  and d 
d i a g n o s e s ,  number of a d m i s s i o n s ,  a v e r -  
a g e  l e n g t h  of s t a y  a s  i n p a t i e n t s  and 
s i m i l a r  d a t a  r e l a t e d  t o  p r e n t  o r  p r o -  
j e c t e d  manpower r e q u i r e m e n t s  f o r  accom- 
p l i s h i n g  t h e  m i s s i o n  of t h e  H o s p i t a l .  
F i l e d  by d a t e .  

MANPOWER S U R V E Y  AND STAFFING C R I T E R I A  
FILES - Documents r e l a t i n g  t o  o n - s i t e  
and o t h e r  a p p r a i s a l  r e p o r t s ,  s t a f f i n g  
s t u d i e s ,  comments, j u s t i f i c a t i o n s  and , 

s imi l a r  o r  r e l a t e d  documents .  F i l e d  
by a c t i v i t y  by d a t e .  

.b 

MANPOWER STATISTICAL DATA FILES - D O C U -  
m e n t s  u s e d  t o  p r o v i d e  a s o u r c e  o f  s t a t i s -  
t i c a l  d a t a  f o r  u s e  i n  manpower c o n t r o l  
a c t i v i t i e s  s u c h  a s  f o r e c a s t i n g ,  
j u s t i f y i n g  and a n a l y z i n g  ' c u r r e n t  o r  
p r o j e c t e d  manpower r e q u i r e m e n t s ,  
I n c l u d e d  a r e  r e p o r t s  and d a t a  c o n c e r n i n g  
s u c h  mat te rs  as :  o r g a n i z a t i o n a l  b u d g e t e d  
p o s i t i o n s ,  a u t h o r i z e d  p o i t i o n  by occupa-  
t i o n a l  s p e c i a l i t y  and s imi l a r  o r  r e l a - ,  
t e d  documen t s .  F i l e d  by d a t e .  

WORK MEASUREMENT R E P O R T I N G ' , F I L E S  - 
Documents u s e d  t o  r e p o r t  work l o a d s ,  u 
u s u a l l y  s t a t i s t i c a l l y .  I n c l u d e d  a r e  
work r e p o r t s  and c o n s o l i d a t i o n s  and 
e x t r a c t s  o r  t a b u l a t i o n s  t h e r e o f .  
F i l e d  by  a c t i v i t y  by d a t e .  

WORK PERFORMANCE E V A L U A T I O N  FILES - 
Documents u s e d  t o  e s t a b l i s h  y a r d -  
s t i c k s ,  t o  e v a l u a t e  p e r f o r m a n c e ,  o r  
t o  p r e s e n t  i n f o r m a t i o n  d e v e l o p e d  f rom 
work measurement  r e p o r t s .  I n c l u d e d  
a r e  t r e n d  a n a l y s e s ,  c h a r t s ,  t a b l e s ,  p e r -  
fo rmance  s c a l e s  and f a c t o r s ,  y a r d s t i c k s  
and s i m i l a r  o r  r e l a t e d  documen t s .  
F i l e d  by d a t e .  

2 

D i s p o s i t i o n  

Cut o f f  a t  c a l e n d a r  
y e a r ,  h o l d  5 y e a r s  i n  
C F A ,  t h e n  r e t i r e  t o  
S t a t e  A r c h i v e s .  

Cut o f f  end of c a l e n d a r  
y e a r ,  h o l d  i n  CFA f o r  
3 y e a r s ,  t h e n  r e t i r e  
t o  S t a t e  A r c h i v e s .  

Cut o f f  a t  c a l e n d a r  
y e a r ,  h o l d  i n  C F A  f o r  
3 y e a r s ,  t h e n  d e s t r o y .  

Cut  o f f  a t  c a l e n d a r  
y e a r ,  h o l d  i n  CFA f o r  
3 y e a r s ,  t h e n  d e s t r o y .  

Cut o f f  a t  end of 
c a l e n d a r  y e a r ,  h o l d  
i n  CFA 3 y e a r s ,  the,n 
d e s t r o y .  



APPl 1 
No Descr i  pJ& m o s i  t i o n  

-337 AWARD PUBLICITY FILES - Documents Cut o f f  end o f  ca lendar  
year ;  h o l d  i n  CFA 3 years  
and dest roy.  

r e l a t e d  t o  p u b l i c i z i n g  o r  encourag- 
i n g  p a r t i c i p a t i o n  i n  s p e c i f i c  awards 
programs such as t h e  employee sug- 
ges t i on  program. F i l e d  by programs 
by date. 

SAFETY SURVEY FILES - Documents r e -  
l a t i n g  t o  surveys made t o  eva lua te  
t h e  e f f e c t i v e n e s s  sf s a f e t y  programs 
and sa fe ty  standat‘ds and procedures. 
Inc luded a r e  survey repo r t s ,  changes 
made as a r e s u l t  of  t h e  f i n d i n g s  o f  
t h e  surveys and s i m i l a r  o r  r e l a t e d  
documents. F i l e d  by a c t i v i t y  by 
da te  . 
SAFETY HAZARD FILES - Documents 
r e l a t i n g  t o  techn ica l  review, 
adv ice and guidance f o r  iden-  
t i f y i n g  and e l i m i n a t i n g  o r  c o n t r o l l -  
i n g  s a f e t y  hazards. Inc luded a r e  
hazard r e p o r t s  and s i m i l a r  o r  re -  
l a t e d  documents. F i l e d  by date.  

SAFETY AWARENESS FILES - Documents 
r e l a t e d  t o  develop ing o r  s e l e c t i n g  
m a t e r i a l s  such as posters ,  news 
i tems, photographs, l e t t e r s  o r  
s i m i l a r  o r  r e l a t e d  documents. F i l e d  
by date. 

SAFETY STANDARD FILES - Documents 
r e f l e c t i n g  t h e  development o f  
safety  standards and p r a c t i c e s  i n :  
p a t i e n t  care  areas, r e c r e a t i o n  areas; 
t h e  safe l o c a t i o n ,  design, l a y o u t  and 
c o n s t r u c t i o n  o f  f a c i l i t i e s ;  and o t h e r  
areas r e q u i r i n g  s a f e t y  standards.  I n -  
c luded a r e  recommendations, coord ina-  
t i o n  ac t i on ,  s t u d i e s  and s i m i l a r  o r  
r e l a t e d  documents. F i l e d  by date. 

SAFETY STATISTICAL FILES - Documents 
r e f l e c t i n g  s t a t i s t i c s  o f  personnel 
work hours exposure data, p a t i e n t  
popu la t i on  and v e h i c l e  acc iden t  o r  
i n c i d e n t  data.  Inc luded a r e  tab les  , 
char t s  and s i m i l a r  o r  r e l a t e d  docu- 
ments. F i l e d  by date. 

ACCIDENT EXPERIENCE FILES - Documents 
r e l a t e d  t o  t h e  s t a t i s t i c a l  r e p o r t i n g  

Cut o f f  end o f  ca lendar  year ;  
h o l d  i n  CFA 3 years and de- 
s t r o y .  A c t i v i t i e s  surveyed.: 
Destroy when obsolete,  super- 
seded o r  when a c t i v i t y  i s  
discontinued, whichever i s  
f i r s t .  

Cut o f f  end o f  ca lendar  year ;  
h o l d  i n  CFA 3 years  and de- 
s t roy .  

Cut o f f  end o f  ca lendar  year;  
h o l d  i n  CFA 3 years and de- 
s t r o y .  

Cut o f f  end o f  ca lendar  year;  
h o l d  i n  CFA f o r  3 years and 
dest roy.  

Cut o f f  end o f  ca lendar  year;  
h o l d  i n  CFA 3 years.  
f e r  t o  Local  Storage Area and 
h o l d  f o r  2 years  and dest roy.  

Trans- 

Cut o f f  end o f  ca lendar  year;  
h o l d  i n  CFA 3 years.  Trans fer  



73 

Disposition' I Descript ioq 
to Local Storage 

of accidents and summarizing and Area, hold for 2 
analyzing accident experience and treads years and destroy. 
invo1ving:Motor vehicles, fires, 
personal injury, damage to property and 
other other accidents, included are 
exposure reports, listings and similar 
or related documents. This does not 
include documents relating to the inves- 
tigation of specific accidents and 
claims files. Filed by date. 

ACCIDENT CASE QILES - Documents relating 
to individual accidents. Included are 
reports of accidents and investigations 
thereof involving, motor vehicles, equip- 
ment, fires, damage to property, injury 
to or death of patients, employees, and 
visitors on the Hospital grounds and 
similar or related documents. 

Cut off at end of 
calendar year; hold in c 
current files area 
3 years, then destroy. 
(Documents relating 
to claims that have 
been filed and pending 
will be retained 
until final settlement 
of claim is made, then 
destroy.) 


